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COURT COORDINATOR TRAINING:      4/3/2014 

*ALL Problem Solving Court Clients need to be entered into WITS regardless of Payor Group.  Even if 

clients are not receiving ISC funding, we still need to track them in WITS with the information outlined 

below.  This refers to all Payor Groups except other State agencies (DHW, IDOC, IDJC). 

The Provider is responsible for setting up the correct payor plan in the Client Group Enrollment and 

billing the proper Payor Group.  

 

*ALL Problem Solving Court Clients need Consents and Referrals entered into WITS and an 

Authorization when RSS Services are approved.  This is regardless of Payor Group.  This refers to all 

Payor Groups except other State agencies (DHW, IDOC, IDJC). 

The Provider is responsible for setting up the correct payor plan in the Client Group Enrollment and 

billing the proper Payor Group.  

 

 

A Status of Completed is what we need in all Activities for clean information and reporting purposes.  In 

order to have a Completed Profile, please include the client address on all Profiles and complete all 

yellow blanks (bright yellow and pale yellow). 
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PROFILE: 

o Add Address: 

 

o Additional Information:  

 

Please fill in all information on the Additional Information screen.  
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If Veteran Status is applicable, you will also need to complete the Military Information screen.  
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o Military Information: 

 

 

 

INTAKE (EPISODE): 

 

o Priority Population should always be:  ISC Problem Solving Court (the courts) 

o Inter-Agency Service:  This is a good place to indicate if they are Medicaid or have any 

other Inter-Agency Services.   



5 | P a g e  

 

FEE DETERMINATION: 

 

Currently, the Fee Determination form only goes over to the Provider with the Intake if there is an 

Authorization.  The Providers we use for flat rate services will not get this Fee Determination form as 

there is no authorization required.  

The Court Coordinator should complete a Fee Determination form for each Problem Solving Court 

client.   

It is the Provider responsibility to complete a Fee Determination form if it didn’t come over with the 

Intake, and to update financial eligibility on an annual basis or if there are changes in a client’s financial 

circumstances. 

In order for the Fee Determination to show as Completed in the Activity List, please input the following: 

o Has Client signed paper form?  YES 

o Has staff member signed form?  YES 
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CONSENT: 

 

 NOTE: The Profile or Intake Activity Date (whichever is oldest) will be used as the Earliest Date of 

Consented Activities on the Consent. 

Enter the Profile Date or Intake Date (whichever is oldest) as the Earliest date of services to be 

consented.  

Note: This determines the information that will be consented. If a Profile or Intake is selected to 

be consented, the Disclosed to Agency will not be able to see it if the date entered in this step is 

later than the date of the Profile or Intake. It is important to view the activity list prior to this step 

to verify the date consented activities were created. 

o Has client signed the paper agreement form? YES     

o Print Consent for signature – there is no standard on which form to use.  It is up to the 

Coordinator to choose the Consent that works best for them.  
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REFERRAL: 

 

o Is Consent Verification Required? YES 

o Is Consent Verified? YES 

o Continue This Episode of Care?  NO 

o Program dropdown: 

o Always start with Assessment if necessary 

o If Assessment has already been done, indicate the appropriate level of care 

from the dropdown list. 

 Providers will be instructed to Consent information back to the Idaho Supreme Court. 

 

 

If all of the above information is entered, the status of all activites should read Completed. 
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AUTHORIZATION (RSS SERVICES ONLY): 

Effective 4/1/2014, there will no longer be any new admissions granted to access SSH, Transportation or 

Residential for the remainder of the Fiscal Year. (Fee for Service Authorizations) 

Current participants receiving these services should continue until their authorizations expire.  We will 

continue to analyze and manage the budget for future possibilities. 

 

 

 

BILLING (Providers): 

All FFS (Fee for Service) claim items should be submitted by the Providers in WITS for payment within 30 

days of service.  These services are RSS Services such as Residential, Safe & Sober Housing, or 

Transportation, and they require an Authorization. Authorizations in WITS will automatically close if no 

activity for 30 days.  Encounters will not release to billing on a closed authorization.   

 

Flat Rate Invoices (Cost Reimbursement) should be submitted by the contracted Providers in WITS by 

the end of each month.  They will be accepted by ISC on the last day of the month and the payment goal 

is to be processed within the first 5 business days of the month.  At time of payment, the invoices in 

WITS will be marked as paid.   

 

All FFS-E (Fee for Service Equivalent) claim items should be submitted by the contracted Providers in 

WITS within 30 days of service.  These are Cost Reimbursement claim items for services such as 

Assessment, Outpatient, Intensive Outpatient, Case Management, and Staffing, which are included 

under the flat rate invoice.  Entry of these services is necessary for record keeping, reporting purposes, 

and slot utilization.  
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CLOSING CLIENTS: 

 

Once a client is no longer in Problem Solving Courts, and all claim items have been submitted, enter a 

Date Closed on the Intake and click Save & Close the Case.  The case will be closed but all information is 

still in WITS. 

Should a client get closed in error, please contact the WITS Help Desk in order to have the case re-

opened:       DBHWITSHD@dhw.idaho.gov  or (208)332-7316. 

 


